Logging Parent & Student Service Hours

Log into your FACTS parent or student account.
Click on Family

Then Click on Family Home
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Under your name in the center of the screen lists service hours. An Add + button is to the right of title.

Click on Add +



Logging Parent & Student Service Hours

A new screen will appear with a fillable form. Please complete all sections of the form.

1. Type in the date (it auto fills with today’s date). Please input the date of service completed NOT date of
submittal.
2. Input # of hours NOTE: For donations, 1 hour = $20 worth of donations.
3. Select from Description drop down what type of service you completed. Students this is where you will
indicate which category you completed your service in.
4. Then in Notes,
a. Parents: please provide a brief explanation of what you completed/volunteered for.
b. Students: please provide a full summary that includes location, what you completed, and
include the contact name and phone number of the supervisor you worked with.
5. The Verified box should be left empty. Office use only. Once a month the main office will approve and

accept hours input by parents and students.

6. Then Click Save.



